STUDENT REFERENCE LETTER TEMPLATE


[Your Name]
[Your Title/Position]
[Your Institution/Organization]
[Your Email Address]
[Your Phone Number]

Date: [Date]

To: [Recipient Name or "Admissions Committee/Hiring Manager"] Regarding: Letter of Recommendation for [Student Name]

Dear [Recipient Name],

It is my distinct pleasure to recommend [Student Name] for [Admission to University Name / The Internship Position / The Scholarship]. I have known [Student Name] for [Number] years in my capacity as their [Teacher/Professor/Coach/Supervisor] at [School/Organization Name]. 

During this time, I have watched them demonstrate exceptional [mention 1-2 key traits, e.g., intellectual curiosity and leadership].

In my [Class Name/Project], [Student Name] consistently performed at a [High/Exemplary] level. They possess a keen ability to [mention a specific skill, e.g., analyze complex data sets / synthesize historical texts / lead peer-review sessions].
· Key Achievement: [Briefly describe a specific project, grade, or milestone].
· Rank/Standing: [Optional: e.g., "They ranked in the top 5% of a very competitive cohort."]

Beyond their academic record, [Student Name]’s personal attributes distinguish them from their peers. They approach challenges with a [Resilient/Collaborative/Inquisitive] mindset.
"One instance that stands out was when [Student Name] [insert a brief anecdote: e.g., volunteered to lead a struggling group project / stayed late to master a difficult concept]. This demonstrated not only their work ethic but also their commitment to the success of the community as a whole."

I am confident that [Student Name] possesses the maturity and drive necessary to excel in [Program/Job Name]. They are a self-starter who handles feedback with grace and consistently seeks ways to contribute value to their environment.

For the reasons stated above, I give [Student Name] my highest recommendation. I have no doubt that they will be a significant asset to your [Institution/Company].
Please feel free to contact me at [Your Phone Number] or [Your Email] should you require any further information regarding this candidate’s qualifications.

Sincerely,

(Signature for hard copies)

[Your Printed Name]
[Your Professional Title]
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